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SOME FRINCIPAL RECORDS MANACEMENT ACTIVITIES FOR DECEMBER 1962 ‘12«74«-’ the =
TITLE OF ASSIGNMENT ASSTGHED 70 STATUS AND RESULTS
25X1 1. vital Records [ ] a. Approved revised Vital Records Deposits:

Schedules for Office of DCI; Assistant to the
DCI for Coordination and BSD/IDP.

b. Prepared new Vital Records Deposits Schedule
for ADP Staff.

¢. Presented Vital Records Workshop at the GSA
spopsored Government-wide Records Management
Seminar.

d. Prepared report on (GSA Vital Records Depoaitory
at Keogho, Missouri.

€. Vital Records Deposite Schedule which was pre-
Pared for Emergency Plamning Office in November -
still waiting final agreement,

2. Records Control Schedule a. Approved revisions in Records Control Schedules
for OCR and OCI.

25X1

b. Review of OTR Schedule in process.

3. Forms Management a. Developing vew form for Personnel Emergency end
Locator System with Office of Comptroller.

b. RBejected a new order of Form bh, Abstract File
Slip, for DOP due to improper printing. 'This
action prevented probable security implications
which would have resulted had the form been
shipped oversess.

¢. Developed 9 new forms; revised 16 forms;
eliminated 5 forms.
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25X1 4. Burvey of Medical Staff a. Report of Accomplishments and Recommendations
Paperwork being prepared and will be submditted to Medlcsl
Staff by 21 Jamuary 1963.
5. Records Survey, a. REateblished Subject Flle System for Office of
Building Security Security.
Branch, Office of
Security b. Folders for 1963 prepared.

¢. Established Suspense file for Badges.
4. Survey continuing.
6. Shelf File 8. Appooved Irocurement of 4 Motorized Shelf File Unite

for Centrel Cover Staff, DDP. This sction will
remlt in:

(1) Release of 26 S-drawer file cabinets.

(2) Release of 3 L-drawer Safes.

(3) savings - 135 8q. ft. of floor space (50%).
(4) Better comtrol over records.

(5) Increased reference rate to files.

b. ¥orking with OBI in proposed move to AlcottHall
to relocate existing shelving or utilize surplus

in Werehouse.
25X 7. Requisitions for I:l a. Approved special file card system for ORR.
Special File Equipment
and Suppliea. b. Approved special file folders for Office of Logisties.
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*“ STATUS AND RESULTS

Beceived 8% cu. £t.

Destroyed 222 cu. ft.

Furnished k1,514 references; average of 2188
Per work day,

Totel Holdings 31 December 1962, 81,239 cu. ft.

Retired the resifue of files from Benior
Research Staff, Imternationsal Commmism, DDT

Attended Mall Manggement and Records Disposition
Round Teble diseussions, Fational Archives.

Attended Federal Records Officera Meeting at
Bationsl Archives.

All Staff Mesbers attended s briefing and
participated in a Tour of the Operetions of
Security Records Division,

A Meeting of all Area Records Officers vas held
on 1k December 1962.
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CENTRAL {;TELLlGENCE AGENCY
OFFICIAL ROUTING SLIP
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CONCURRENCE X INFORMATION SIGNATURE
Remarks:
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Here 1s our December Report.
Our receipts of records at the Center are
reletively low but the average references

per work day ere very high.
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FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE
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